
J .  M ICHAEL M cM AHON                                     UNITED STATES DISTRICT COURT             W W W .NYSD.USCOURTS.GOV

      CLERK OF COURT                                                 SOUTHERN DISTRICT OF NEW YORK                                            (2 1 2 ) 8 0 5 -0 1 3 6

500 PEARL STREET, NEW YORK, NY 10007
300 QUARROPAS STREET, WHITE PLAINS, NY 10601

               M arch 1 5 ,  2 0 0 5

COURT NOTICE

COMMON ELECTRONIC FILING ERRORS

The Court is experiencing signif icant diff icult ies as a result of recurrent f iling errors by
users of the Electronic Case Filing System (ECF). These errors have required the Court
to shift  personnel to quality control funct ions and thus to reduce resources available
to perform other tasks, w hich has resulted in, among other things, delays in docketing
of decisions and orders.  They have also impaired the Court ’ s ability to generate
accurate case management informat ion and can result in erroneous reports being
submitted to the Administrative Off ice.  It  is essential that these user errors be
eliminated and that users follow  the required practices and procedures.   It is critically
important that users understand the system, know  how  to f ile documents
electronically, know that dif ferent procedures apply to dif ferent kinds of  documents,
and know w hich documents must not be filed electronically.   

The follow ing list identif ies areas to w hich particular attent ion must be given.

Documents Prohibited From Electronic Filing

� Some documents never should be filed electronically, even in ECF cases. 
Letters perhaps are the most important category of  such documents.  Other
examples include orders and proposed orders, st ipulations, pro hac vice mot ions
and default judgments. These documents should be handled in accordance with
the ECF guidelines.

Filing of Motions

� Large numbers of  mot ions have been filed incorrect ly.  The motion and each
supporting paper (e.g., aff idavit , declarat ion, memorandum of  law , exhibit
volume, etc.) is to be f iled separately.  Each paper shall be described by the
appropriate ECF event.  Thus, only the not ice of motion is to be f iled as a
mot ion.  Each support ing paper should be described separately and under the
proper ECF event.  A properly f iled ECF mot ion consisting of a notice of mot ion,
a supporting aff idavit , and a memorandum of  law , for example, therefore should
consist  of three separately f iled papers w ith only the notice of mot ion
characterized as a mot ion.  The aff idavit  and memorandum of  law should be
characterized properly.



Document Event Selection

� Just  as you must type the proper document descript ion on your documents, you
must also select the correct ECF event from the menu for your elect ronic f iling
or it  w ill not be properly f iled.  Do not compromise and select an event because
it sounds like your document.  If you are not sure w hich event to select, call the
ECF Help Desk (see below ).

Filing Electronic Documents in a Non ECF Case

� You never should file electronically in a non-elect ronic case.  In general, all
new ly f iled civil and criminal cases are elect ronic cases, except pro se cases,
habeas corpus petit ions and Social Security cases.  Older cases, including all
cases f iled before December 1, 2003, are not electronic cases.  If a case is
electronic, the letters “ ECF”  w ill appear in the upper right corner of the docket
sheet.

To assist  you in f iling elect ronically the Court  of fers several resources:

The ECF Help Desk is available to answ er your electronic f iling quest ions Monday
through Friday from 8:30 AM to 7:30 PM at (212) 805-0800, and Monday through
Friday from 8:30 AM to 5:00 PM at (914) 390-4204.

Training classes in electronic case f iling are offered w eekly by the Court.  Classes are
short (a few  hours), free, and open to at torneys and support staff .

Stay informed about electronic case f iling by signing up for email updates through our
“ Point of Contact”  program.

For more information go to w w w .nysd.uscourts.gov


